Tau Beta Pi Advisor Tasks, Kansas Gamma Chapter 


(Information you may need: 
Taxpayer ID: 481 15 6751 
KSU Mailing Code: 453 
TBP Headquarters: 1-800-tau-beta) 


Fall Semester 


= Week before start of classes meet with Chapter President to schedule major 
TBP activities for the semester. including: 
o Day and time of week for. Executive Commitiee (officer and officer 
- elect meetings). The past few. semesters, the meetings have been 
held on Tuesday evenings at 7:00 pm. Meetings typically take 20 
to 30 minutes. 


o Determine date for first meeting of the Executive Committee 
(typically the second week of the semester) 


o Reserve a.conference room (typically Edwards) for Executive 
Committee meetings for the entire semester. 


o Service project (The main service project for the fall is to paint the 
KS letters on the hill southeast of Manhattan.) All. initiates must 
participate in a service project. The alternate. project if they cannot 
attend the painting of the KS hill is to help with the TBP food drive 
in November. It is preferable to schedule the service project so 
there is at least four weeks between the completion of the projéct 
and the new member installation: This gives time for the new 
member names to be sent to TBP headquarters and for them to 
send the membership certificates and pins which are given to the 
new members at the installation. - (Admittedly this scheduling is 
difficult and we usually do not receive the certificates and pins until 
late in the semester which means the new members pick up their 
pins the next semester.) Once the schedule for the semester has 
been approved by the chapter executive committee (officers and 
officer-elects), you will want to do the following: ` 


n Contact Burke: Bayer (776-9497) who owns the drive and 
parking lot at the top of the KS hill to get access for the 
students and Riley County Fire Department on the day of the 
service project. Burke will leave the gate unlocked. Burke’s 
home is immediately south of the gate. 


» Contact. Pat Collins at the: Riley y Emergenéy Service 
office:(537-6333, pcollins@ri ntyks.gov) to request a 
water tanker truck to be at the top of the KS hill throughout 
the time that students are painting the letters. 


= Contact Leon Hobson (537-6330), Riley County Public 
Works Director to request that trash that is collected by TBP 


and left at the base of the hill be picked up by Riley County 
the week following the service project. Trash at the top of 
the hill should be carried by a pick-up to the base of the hill 
at the end of the day of the service project. 


* Contact COE safety officer, Lisa Linck (2-3846) to arrange 
for a short lecture on safety for all participants, before leaving 
the Engineering Complex for the hill. Lisa, or one of her 
associates, will accompany the students to the hill and 
remain at the site throughout the project. (Note: The COE 
safety officer position may be eliminated during the ‘09 
summer or fall. If this is the case, you may want to contact 
the university safety officer, Steve Galitzer (2-5856). Up until 
2005 we did not invite a safety specialist to the project. 
There.was not a serious accidents prior to that but it seemed 
wise to invite someone from campus safety. 


o Upon determination of the date for the initiation, reserve a room for 
the new member installation ceremony and banquet with the Union. 
Reservations should be made no later than one week before 
classes start to assure that rooms are available in the Union. 
Typically the new member installation ceremony has been held in 
Union 212 at 5:30 and the banquet (for approximately 60 people) is 
held in the Flinthills Room starting at 6:30. The officers need 
access to.212 at 5:00 to prepare the room for the ceremony. 


o During the first meeting with the chapter president, finalize details 
for the national meeting that is typically held in October. During the 
summer the chapter president should have confirmed who is 
attending the national meeting, made flight reservations through the 
Tau Beta Pi travel agent for all attending from our chapter and 
reported the list of participants to the national office including arrival 
and departure schedule, hotel reservations, etc. As advisor, | have 
always made my own reservations for the meeting through Tau 
Beta Pi although the chapter president could probably make those 
reservations for you. | seldom attended the entire national 
conference, however | felt it was important that as chief advisor | 
attend a couple of days. 


o Aweek before class starts, contact the Registrar’s Office, Elaine 
Heller (2-6254), for a list of students eligible for membership. See 
the most current TBP constitution for eligibility requirements (2007 
constitution includes juniors who are in the upper 1/8" of all juniors 
in all undergraduate majors in the COE with the exception of 
Construction Science and Information Science or seniors who are 
in the upper 1/5" of all seniors including 5" year seniors with the 
exception of Construction Science and Information Science. 
Graduate students are also eligible (if they have first completed 
their B.S.:degree). The constitution allows two paths for graduate 


student membership. Eligible graduate students must have 
completed at lease one semester at KSU and must have completed 
at least 50% of their graduate requirements. The first of two 
alternatives for eligibility is top 1/5" of their graduate class. At the 
present time, class rank is not available for graduate students. 
Therefore the second alternative must be used and is detailed in 
Article VIII, Section 3c of the constitution. (Basically it requires a 
letter from the graduate student’s advisor that includes information 
specified in the constitution and approval by the chapter’s advisory - 
board.) 


The Registrar’s Office will prepare the list of eligible students. You 
should instruct the Registrar’s Office to send the list with contact 
information for both the student as well as their parents to the 
chapter vice president. The VP will in turn send an invitation to the 
eligible student and will send a hard copy letter, along with the 
signature of the dean, to the parents of the eligible student. 


= Once the Executive Committee agrees to the semester schedule, you should 
reserve the necessary rooms for special events. These typically include the 
information meeting for potential new members (usually held in Fiedler 
Auditorium) and general membership meetings that include all the current 
members of TBP and usually involve pizza and soft drinks. General 
membership meetings are usually held in 1066 Rathbone. As a cautionary 
note, University Room Scheduling (Kim Jackson, 2-1712) can’t allow food in the 

classrooms, so | simply don’t include the fact that there will be pizza when | 
complete the room request form. Make sure that all boxes, etc. are removed 
from the room and hauled to the dumpster after the meeting. An alternative 
location for general membership meetings is 1027 Durland. To reserve this © 
room, contact IMSE and then follow-up with a form to room scheduling. 


" KS Hill Painting: A week or so prior to painting the KS Hill, you should meet 
with the student officer assigned to coordinate the project to determine the 
number of bags of lime and cement that must be purchased for the project 
(quantities and instructions for the project are available on the K-State Online 
Tau Beta Pi “course” under “Manage Files.”’ The supplies left over from the 
previous year and equipment for painting the hill is stored in Rathbone 022 
(immediately east of the elevator in the basement). The student officer 
arranges for pick-ups to haul the supplies to the site. For the short time | 
between purchasing the supplies and the day of the project, we have stored the 
supplies near the overhead door in the basement between Durland and 
Rathbone Hall. Make sure to inform Patsy that they will only be there a short . 
time. Some equipment replacement such as brooms, scythes, large garbage 
bags, etc. are needed each year and should be purchased before the day of the 
project. In addition to supplies and equipment, the students should purchase a 
large quantity of bottles of water. After the project is completed, we have pizza 
and soft drinks delivered to the site or all the students meet at the Aggieville 
Pizza Hut for dinner (compliments of the chapter). 


a National & District Meeting: | try to attend both the national meeting held in 
October and the district meeting held in February or March. Admittedly there is 
not much for the advisor to do at these meetings, but | think it’s important that 
we show interest in the meetings for the sake of our officers. We typically take 
three to six students to the national meeting (at the expense of the Dean’s 
office) and five to six students to the district meeting. We hosted the district 
meeting four or five years ago so it won't be our turn for another three or four 
years. 


" District Directors: We have three directors for our district. The director 
specifically assigned to serve our chapter is Brenda Kramer 
(kbkramer@grasshopeper.net). Brenda is a KSU graduate and lives in the 
Kansas City area. She should be invited to both the fall and spring initiation. 
Our district (district 9) includes Nebraska, Missouri, Oklahoma, Arkansas and 
Kansas. 


"General Body Meetings: Typically two general body meetings are held each 
semester. The term “General Body” refers to all current students who are 
members of the TBP Gamma Chapter (60 to 80 or so students). 


The first general body meeting is the “signing and pizza party” which is when the 
new candidates for membership obtain the majority of student signatures for their 
“signature book.” The “signature book” is a requirement for membership in the 
Kansas Gamma Chapter. Pizza and soft drinks are served. Usually those 
attending are asked to pay $2.00 for the pizza and drinks (although this is 
sometimes overlooked). The chapter must get a list of names of all those who 
attended. Nancy Logan must submit the list to the Foundation with the bill for the 
pizza. We typically have used Aggieville Pizza Hut because they will direct bill 
the Dean’s office. Usually one of the student officers buys the soft drinks, ice, 
cups, plates and napkins and the chapter treasurer writes a check to reimburse 
the student who purchased the supplies. 


The second general body meeting is held at the end of the semester. Itis a 
critical meeting as officer-elects for the coming semester are elected. | urge the 
current chapter president to send two or three reminders to the general body 
members about the meeting. It is common that some current officers will want to 
stay on the executive committee in a different position. It is also common that 
many of the new officer-elects will be from the most recent class of new 
members. Encourage students to nominate them selves as there are seldom 
nominations from the floor by others. — 


| try to update the Executive Committee list immediately after the elections (like 
the same night) on K-State Online including the “roster” as well as the MSWord 
file that is in the “Advisor” folder.under “Manage Files.” | leave the outgoing 
officers on the “roster” until after the semester ends so that the students can use 
the “roster” as a list serve. An officer election report also needs to be sent to 
TBP Headquarters immediately after the election. 


You will need to obtain permission for the new Webmaster to access the chapter 
Web site. The change can be made at the Web interface at 


http://listserv.ksu.edu/web. Click on “Mailing list management interface” link. 
You may need to obtain a listserv password. The listserv name is taubetapi and 
includes all of the current student members. | have added you as one of the 
“owners” of the listserv. You will want to contact iTAC to change your status to 
“primary owner.” 


= The food drive is the second major fall semester service project. The chapter 
vice president typically coordinates the drive. It is usually held a week or two 
before Thanksgiving break. We compete with other chapters in our district AND 
WE ALWAYS WIN! The district rules require that the drive can only be one 
week long and we can only advertise it one week ahead of the drive. (I must 
admit that | inform the department heads earlier so they can get it on their 
master calendar, but we do not do. any student publicity until one week ahead.) 
The departments compete. The largest quantity contributed has always been 
Arch Engg./Constr Sci, but the largest quantity/enrolled student has been BAE. 
TBP members should pick up donated food from the departmental offices 
throughout the week and take it to the Flinthills Breadbasket two or three times 
rather than let it accumulate. Similarly, one last check at the departmental 
offices at the end of the week is important to pick up food that was donated at 
the last minute. 


= Before the Fall Semester ends, it is important that plans be made for 
Engineering Futures which is held around the second week of the Spring 
Semester. Plans would include selecting a date (Saturday), identifying and 
inviting the speaker from TBP, and reserving the room (typically 1027 Durland). 

_We have found from experience that attendance is much better if the event is 
held very early in the semester, like the second weekend. 


Engineering Futures is a half-day, or one-day, leadership seminar. There are a 
variety of topics available from TBP. The cost of the instructor is covered by TBP 
headquarters.. The event is open to all students, not just TBP members. It is free 
of charge and is publicized via the COE student Isitserv. 


= The last executive committee meeting (officers and officer-elects) of the 
semester is also a critical meeting. At this meeting the list of semester-end 
reports to TBP headquarters are reviewed to assure that all have been sent and 
the retiring officers instruct the new officers about their duties. 


Spring Semester 


= Most of the activities noted above for the beginning of the Fall Semester are 
similar for the Spring Semester. 


=" Itis important to start early in planning the Spring Semester Open 
House/Company of the Year banquet so that the new member installation can 
be scheduled. Although it is not critical that the new member installation be 
held the same night as the banquet, it seems to work best. If the installation is 
held prior to the banquet, it is not necessary to hold a reception following the 
installation. 


= The traditional Spring Semester service project (tree planting at the old Riley 
County landfill) ended about three years ago. There has not been a traditional 
spring service project since. However, we have worked with the Corps of 
Engineers at Tuttle Creek in maintaining some of their park land. The first year 
we planted trees that they provided and last year spread chips on hiking trails. 
The contact at the Corps is Greg Wurtz (who is an engineer). Greg’s office 
phone is 539-8511-ext. 3171. His home phone is 565-9077. 


We have not identified a regular alternative service project for those candidates 
that cannot participate in the main project. However, there are service project 
opportunities that are organized by SGA. | think these projects are listed on the 
Web (although | have no personal experience with them). The candidates 
needing a project should participate in one of the projects listed and then notify 
the Executive Committee of their participation. 


» Underclassman of the Year: Usually (but not always), the chapter selects an 
“Underclassman of the Year.” The winner is recognized at the spring banquet. 
The criterion for the award is very loose. Freshmen and sophomores are 
solicited to apply and the chapter Executive Committee makes a selection. 
Years ago we would receive numerous applications. The Executive Committee 

` would narrow the list to three or four and then interview those final candidates. 
Most recently, there have only been one to three candidates so the interviews 
are no longer held. 


» . Miscellaneous 


o` The chapter will receive monthly statements from the KSU Credit 
Union. The statements are left in a TBP in-basket in the Dean's 
office. The chapter treasurer should be informed that he or she 
should pick up the statement each month or the statements 
accumulate. 


o The Chief Advisor receives copies of the all letters, statements, etc. 
sent by TBP Headquarters to our chapter officers. Usually these 
are simply FYI and you do not need require any action. You will 
receive an “Invoice-Statement” from Tau Beta Pi each month. At 
the present time, | think we have a credit but at times we will owe in 
excess of $1000 depending on the time of year. 


Tau Beta Pi covers the entire cost for one delegate to attend the 
annual conference. We are billed by Tau Beta Pi for the cost of the 
other officers who attend. The advisor’s on-site cost is covered by 
TBP Headquarters. After the convention, we receive an invoice for 
the cost of the non-delegates who attend. These costs are covered 
by the funds provided by the Dean’s office. 


o Libby Randall has been great in providing administrative assistance 
from receiving new member applications to distributing TBP cords 
for commencement. | don’t know if Libby will continue in that role 
or if John or Larry will expect Jackie to absorb that duty. 


